PROGRAM MONITORING AGENDA
Note: This schedule is flexible and may be adjusted to accommodate center staff or those participating interviews.  Times are approximate and may vary.
	9:00 – 9:15
	Entrance Conference

	
	The monitoring team will discuss the monitoring process and review the schedule for the day with those attending.  (Typically principal(s) and center staff attend).

	9:15 – 9:30
	Center/School Tour

	9:30 – 11:30
	Review Monitoring Tool

	
	The center Coordinator will meet with the lead monitor while the remaining team member(s) will conduct interviews.

	
	Individual Interviews*

	11:45 – 1:00
	Lunch

	
	It is not necessary to make lunch arrangements for the monitoring team. The team usually lunches away from the center in order to give everyone a respite from the monitoring visit.

	1:00 – 2:45
	Continue Program Monitoring

	
	Continue Individual Interviews (last interview should be scheduled no later than 2:20)

	3:00 – 3:30
	Monitors’ Meeting

	3:30 – 4:00
	Exit Conference

	
	Presentation of findings

Those invited may include Superintendent, District Contact, Advisory Council Chairperson, Principals and/or other interested parties.


* Please schedule 6 to 8 individuals in 20-minute intervals.  These interviews must include 
· School Principal(s), 
· District Contact,

· A parent whose children have been directly served by the center
· at least one Advisory Council member,

· at least one community partner,

· school staff **
· Other interviews may include Community Education Director, 21st Century Learning Center Site Coordinator, additional school staff member(s), additional advisory council members, parents, community partners, students, and/or others who are involved with or are served by the Center. 
The team member who conducts the interviews will need a private conference area in which to meet with the persons scheduled. Your assistance in facilitating this is greatly appreciated.
**The monitoring team may conduct random, impromptu interviews with available teachers and other school staff, students, etc. throughout the day.
